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1. Heperts officers snd clericel persoanel are essigned vithin
the various area branches with separate Requirements (snd Reports)
ftafy at division level to coordinste the division's reports activities
sud provide goneral guidance to reports pecsonnel.

2. All perscns intervieved, both aopermtional snd veports, with
the excaption of one bLranch chief, stromgly e the existing
srrengement of having reporte persornel ssgigned to the various brenches.
In their view, the operstional and reporting sctivities sre so closely
related snd the persons concerned with each cany contribute so materi-
ally to the sccomplishment of the other's objectives, that both would
suffer i€ the reports pecple ware ¢ be removed from the branches.

Persounel

1+ The need in the BE ares branches segms to be wore to fill
existing vacancies than to euthorize additional reports positions,
However, & new T/0 is needed to reflsct the present organiseticnal
structure. For one thing, thellNSranch, vhich was part of the

old FOP division of 080, is nov part of the WE division, not ¢of SE
di%ﬂim'

2. It may be noted that, with only ome or two muytim, reports
persoznel on duty sre correctly slotted againat the T/0 positions which
they are sctually £11ling.

3. Branch-~The suthoriged positions, two reports
officers one cierical, for this btranch sre adegquate, but only
one reports officer is on duty. This officer does bhoth yposltive
and CE reports at present. Ancother reports officer is in process,
to be used for combined reports and operstions work. The clericsl
position should be £illed. Logging, s small sucuit of cerding, and
typing of uats ie nov done by the Brunch Chief's sacrelary. Iittle
carding, however, can be done at present.

Present backlog is sbout 100 reports to be edited, soms go-
Sng back to 1949, but these latter would %111 be of interest to
various customers since they contain O/B information and even
out-dated infommtion of this type im welcome,
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ke Wa-«ﬁt present, there are on duty o
Chief Repsrts Officer and four reports officers working on positive
intelligence ruports, and three reports officers assigned to CE wvork,
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25X1A8a 5. -Present T/0 calls for one reports officer and
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embLRET

against seven reports officers snd cne intelligence sssistant wmm
Positive reports officer perscmmel are considersd to be adequate and

no nev positions are required, sssuming the position of Intelligence
Assistapt GS-7, (#795), presently used for s reyorts officer, vill con-
tinus to be used for this puwrpose though possibly the tion title
might bs changed.

Additional clericsl uggu::e tg mﬁg as there is ﬁly
one slarkestapographer on ¥ positive reports ares,
but there is alrsady mnother suthorised pesition, Clerk, 0S.h,
viich i3 unfilled.

There is no dacklog of unprocessed or watyped reporte in
this dbranch. However, copsidersdle carding must be dome to
keep current the very cosprehensive snd valuable personslity
and subjoct file developed in recent months by the Chilef
Reporss Officer.

T™he typing of capds for this file, plus logging and typing

of multilith mate presently being done by a reports officer
should be done By clerical persomnel.

one . 'The reporte officer is on duty snd e person
is in process to f£ill the clerk-steno position but has not yet beenm
clasred to ZOD. A backlog of some 75 reports exists, of which rough
balf bave CE implications and will be processed by the (I reporis
officer, Llogging and varfous clerical duties are presently being
done by the reports officer.

It is believed thet the sddition of an intelligence sasis
with the filling of the clerk-stenc positions, and hearing in
nind pesitive reports sssistance to de rendered by an additiomsl
CR veports officer should take care of the positive reports
pevemael neods. ’

Jic sdditional positions ave needed in this
refently suthorizsd sre three reports officer and two clerict
itioms. On duty are two reports officers; one clerk jJust recently
E0D'4; snd obe clerk-stendgrapber walting overseas ssslgmment but -
temporarily sssisting in reports vork. This latter position should
e fillsd vith a permanently assigned employee. Logging presently
being done by & reports officer should be done by cne of the clerical
: . ¥ith two clerical employees om duty, additiconl needed
carding could also be dons. i

The present backlog is segligidle with sbout ten reports to be
proosssed and some thirty out for tresslation. Ooe of the reports
officers does translétion work for the operations persomnel, spend-
ing eu estimated sveprsge of two hours per day on this work.
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on duty. A consideradle backlog exists, with some 100-125 reports to
be edited, This has besn fue, Bowever, to a lack of personnel rether
than of positions. With the EOD of & second rveports officer some months
480, the backlog then existing of several hundred documents has been
considermbly Qiminighed.

There is a need for clerical mssistance however, slthough no 4.7
additionsl positions Beyond the two presemtly suthorized should .
. be nesded. Reports officers are logging, calling for 90 pusbers
eod typing multilith msts. There is a card file of personalities
and subjects but it is very insdegquate due to the lack of clericel

pevecnnel ,
Seyere) Frocedure

1, Imncoming dispetches (in triplicate) received in Division mail
rom from RI, cables in office of Division Chief from Signsl Center,
logeed apd routed to approgriste brench. Operstional and intelligence
material there separated, snd latter given to people to log snd
procese. More often than not, the Branch Chief {or his deputy) does not
see these incoming rav intelligence dispatches, though all cables will
ususlly clear through him. Specific imstructions may be given by the
Branzh Chief in certain instances, but ordinerily the reports officer
vill deternine vhether infopmmtion received iz to be digseminated. Where
necsssary, this 1s coordinated with the opereticnal people concerned or
with the Dranch Chief. Factors affecting dissemination would be: previous
dispemimation of the same imformmtion by 080; publication of the informe-
tion through overi medis; trivial, scaetimes the false, nature of the
information; or occasionally the danger of revealing s source if the
information were 10 be dlisseminsted.

2, Quite often, ostengibly operational dispatches will contain
Singeming:le items of intelll interest. In order for these to be
disseminated, the operations officer concerned must puss the informstion

along Lo the reports officer.

3. If dissemisation is to be made, the reports officer prepares a
draft 5O or 50DB dissemination, either in lomghand or on a typewriter,
oceasionmlly by dictation, including appropriste Washington comments and
indicating the distridbution to be made.

4. The typist will call for the S0 or SODB number and type the
sultilith mat (though this {s sometimes done by the reports officer be-
cause of shortage of typists). The mat is checked by the reports officer
for contant and editorial accuracy and say necessary coordination ls ef-
fected; initisled by the Erguch Seaior Reports Officer, scmetimes but not
usually by the Srench Chief; logged cut to 2C; and taken, with the RI ogpy
of ¥ basic fleld Alspatch attached, to the Division Chief of lequire-
mats. The other tvo coples of the dispatch will have been pulled and
filed in the Bramch. If digtridution is to be wade through liaison chap~
nels, the Branch Chief's approval is required, snd this will te indicated
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6, Greatest oeed is to have reports officer stay at reparte
mwﬁammrwaamim”ﬂﬁwm,w&mm
cames W know the situatien prevailing in his ares and be in a better
Poaition to evaluate informetion and write reports.

T. Free sccess to operstiomal files is necessary o give the
vaports officer the complete picture he needs,

8. Beperts officers should have equal status with operations
mt&mﬂfwl%hw%hnmmmhm
m‘. E 3 b ¥

$§: Pield should e reminded fimly that intslligence«type in~
formation should not be included in operational cadles or dispatches.
Also Uwt intelligence cables should be prepared in the field in such
& vay that they can be PD'd almozt by simple copying. These two
commnts made particularly in view of the fact that cadles frequently
reach J at night or on the veekend s0 that the duty officer
bas the Job of PD'ing such informstion ms must be sent out proapily.

10, Printed "CABLE" tag sbould be used (these are slread; in
existence and used by scme), rether than hand-printed teg when SC
is based om informetion recaived by ceble.

il. Division meil clerk uses cne of the four Slue copies of
the abstract file alip for iogging pouch documents, but the branch
reports personnel find this logging mechenissz not sultsble to their
Beeds . Mmmmm,mmwmxmw,wmm,
dittoed or handruled. :

. Ammatmm"eﬂn&mmfhm,mmﬁ
#’Mhmmtmanzymwtma\uw,mmtad
under an G008 trensmittal qu a loan besis. Follov-up copy of toe
SODB is retained by the regorts officer; if the document is not re-
tm,-tm-wumww,wm,mwwm'm;
and OCD 1n turp must msintain records and meke follow=up vith customer
agencies pericdically or on requast. The general yolicy is alraady
$o send 8s much material of this type ss possible on retention rather
than on losn. In sddition, bowever, it would seem & very good ides
te provide some mesns of quickly reproducing & copy or two of such
information material (where it is ressonably brief), send 1% under
BOPB trsasmittal to the customer or customers for retention, with a
mu&a,m:mumwrmumatemwmmqw.

13. Stenderdisstion of carding practice desireble - this sbould
provide eomtinuity in case of changeover of personmel. seliance om
the memory of the reports officer is not satisfactory,
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IV, More detailsd critiques of reports, including reports pot
disseminated, should be sent to the field for guldance and correcticn
e deficisncies in reporting. Use reasom for the existesce of back-
logs 18 that too much vork is required to make 3 report ready for
m&au -~ material to be trenslated, first names omitted even
vhen cartainly km{ incerrect spelling of place names, faulty ex-
muantai.?ma that certain portions of a report msy not be

le, .

15, The monthly stasistical report should include s toteling of
nen-dispaminations as such.

16, Feproduced coples of SO and SODB dispeminations mmy oot de
mmmmthunuzmmmmmmw%mt

17. GSeauns t¢ be no real resson why Divieion Chief or 80 Depu
should be required to suthenticate all PD's. Division Chief of L&h
sbould do so, clearing any questicmeble or highly importsnt PD's first
with the 80 Deputy, as his Judgment dictates.

18, On some occasions in the past, the Technical Guidance Gramch
has not been as cooperstive as they might have teen in obtaining re~
quasted information from their sources. '

19 & muber of compleints were received to ’ iz
25X9A2 trsnslation —:zmn;fm begfﬁ:yggﬁw,
requiring weeks or somstizgs months for complation; and that im some
imptances the quality of the tramslations Las been inferior. Tt was
indicated, bowever, that improvements bave Leen zmade racently in beth
respects. Nevertheless, at lamst one reports officer is spending a
sonaideradle portion time in deing extensive traaslation in order

As & rmile very tigely reports are transiated asd scmning»
is dome by reports officers, vhich is as it should be. It is
felt that a zcporis officer should be able to translste msterial
Vit 20t Do Feguired 18 do 0 somept For reeeeniey PoVIDEIBLLIL

BG @ t for sc
in the case of urgent reports. =4
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